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ATTACHERT A"

- ST0CK MARACEMENT AND REQUIREMENTS SECTION

Prepared & listing of records maintained by the Secti .mehemum
?mﬂﬁm“mmmnmmm:ipﬁmutﬁbm

in front of oach file, Machine listings not included as the size
&rmdm,mmgémmtpothm in the normal

Cansolidated all of the Jection hy Lringing material
papsrs of a homogensons nadure teatbz and

Eptablished a central filing system and a Subject File for the Seotion.

NPT, T

Established control over ¢ .
of & obage ot . orrespondsncs within the Section by use

mhad&mt@nlandtdlmm:wthmmv
and disposition of records by use of Form 1183, Recards Control Card,

memmwwmmrmwwarmwzm
Dosigned a consclidated "Raference Nusber glate: ‘ :
test basts (Exhbitiof attachment D,) R ¥ to e used on e

Purnished "In" and "Out” bomss for each empl facilitate paper
m,mwmm&wmarm@% Sase por

Mmhfmmufenmm

2, By mm&fﬂn-mm
i: Stock Naxber File; '
 Depot Transfer Suspense File,

Dextroyed 29 cuble feet of records through Regords Conter facilities,
Wﬁmmamwmmmmm.

Returned 6 culic feet of miscellans 1 :
the n Pl ous l@lfw and file binders to

s l,;ii )kg
354{:{'; L
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ATTACHMENT "A® gomtinued

15, Faturned the following escess offise furmiture and £1ling equip-
mnt to stocln

1 Desk

1 whmwmum
1hmr b& :
2 S drawer

17, Re-arranged the office layout, filing agipment; telephones
and exployees.
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ATTACHMENT "B

SUCGOESTIONS

The following suggestions are submitted for Section
sansideration and implementation,

That specific requirements be placed upon the Machine Records
Division, Office of the Comptroller, for 1 copy sach of all 1istings
used by the Ssction, and, that this requirement be in memorandun

form, Records of the Machine Records Division indicate as many as

3, b, and 5 coples of soms listings are being forvarded to the Section,
One copy of each listing will mest Section requirements,

That termbnology usad as identifying titles for machine listings

be standardized, (3nd, that the Machine Records Division be requestad

to plage these titles on the listings, I4stings are now recelved
without titles, Machine Records Division titles do not agres with
those of Stock ment, Machine Record's titlea do not correspond
or relats to the act use of the listings in some instances, Titles
an 1istings would ald new employees of the Office in identifying them,
and, would halp control ths volume of listings in that obsolete 1istings
would not be retainsd because of lack of identity.

That uguiramanta be placed upon Machine Records Division to have a
ined "Isgus Experience Listing" prepared anmuslly showing issues
af all Family Oroups for a complete fissal year, Current listings
show issue expsrisnce for the preceeding 12 months, neither a complete
ealendér or fiscal year, These listings are used as a basis for
sstablishing stock levels, and, to review a previous yearz experience
mry times requires hand two listings, To assemble & complets
1isting, (A1l Family Oroups) for retirement, requires bringing together
7 individual groups, By requiring this document annually it will
allow quarterly lisbings to be destroyed periocdically as new ones are
received; provide a single meaningful document on which to base stock
gwla, and reduce pogsibilities of 1 or several parts being destroyed
SITOT . .

That procedures be established with Machine Records Division to have
4he "Stock Fot Issued Iistings™ contain only those items not issued
for & two year period, The ourrent poliey of the Section indicates
disposal actions are taken only on those items which have been inactive
for a two year period, Idstings received now by the Section carry
iters which have been inastive for a one year period,

That the Section not receive Machine Listings for distribution to
ﬁthsr offices, A listing of stock which is economleally repairable
(03) is received and forwarded to the Office of Commmications, There
is no-Section Action required on this listing, Extre coples of a
listing of stock which is obsolete, unrepairable, etc., (08) is

SEGRET
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ATTACHMERT "B® sontinued

received and forwarded to the Warevhouse, Distribution of both the
03 and extra sopies of the 08 listing should be made directly to
the offices concerned by the Machine Records Division,

That responsibility for dlsssminating current machine listings as
they are rogeived in the Seotion be plased upon o individual, If
listings are combtrolled in this mamer, old or obaclate listings can
be gollected for dustruction when new ocnes are received, This will
kmep to & minlmum the volume of obsclete listings stored. A majority
of the 29 cuble feet of records deatroyed in the 3ection eonsisted
of obsdlete listings whish were pushed aside when now omes were
regaived,

That the Stock Homenclatare Card File be discontimmed upen instal-
lation of the Flexcwuriter Systen, Thess cards comtain a detsiled
description of each atock ltem, This information will be reflected
on the Flexowriter cards and will be a duplication,

That the maintenance of the Property Signature Card File be diseontinued
md the present accumulation transferred to the Depot Stock Comtrol
Seetion, Thess carda contain specimen signatures of those offisials
authorized to requisitlon and regeipt for property in the field, This
Section 13 not conoerned with Aecountabls Offiesrs and the managewent
of stock in the ssnse of vho is anthorized to veseive or requisition,
There heve been 2 references to this £1ls during the past two years,
Thene cards eould be better utilised by the Depot Stoek Camtrol
Seation,

That the proposed Refersnce Nuber Tegister designed to combine
aseveral of the exieting reglsters into one be adopted for use, Six
registers ars now in use in the Jection and are used to assign
ssquence reference nusbers to Stock Reguisition Vouchers, Repd r
Vouehers, Stock Transfer Vouchers, etoc. By use of the proposed
register these may be combined into 1,

That the following forms now being used by the Seotion be standardized
and assigned a Pormg Control munber:

1. The Property Dispositicn Hotifteation;
2, The Lewel Code and/or Stock level Adjustment Form,

That procadures be developed whereby Stock Menagement and Raguin

Seetion will be iaformed daily of the Btatus of fmds in Allotment
Aocount 6806, Aceount 6806 iz a General Fund from which esmmon Agency
administrative supplies and squipment is purchased. This socomnt is
controlled along with several others by the Depot Stock Coutrol Section,
Stoek Managerent iz informed of the status of this account monthly,

A3 a result of this time span between reporting periods, requisitions
representing thousands of dollars my be initiated by Stock Mammgement,
processed through the Sestion, then suspended by the Depot Stook Comtrol
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ATTACRMENT "B continued

Section becauss fuwis in the ageount are exhaustod, YWere this
information available on &4 current basis, Section 2mn hours required
to proosss these requisitions could be more exonomically utiliszed
and priorities given those requisitions deserving such treatment,

It 1is falt the physical control of the Account should remsin in tha
Dapot Stoek Control Section,

That the procedure of intermediate reporting of stock lovsls from
the Depot Stock Control Seotion to Stock Menagemeni and requirements
3ection be formalimed, Perlodic reporting of the stook lewels to
Stoek Managerent is accorplished by a Stock Status Repert, Thias
msthod of reporting is monthly except for 1 group which ie bleweekly,
These reports are used az a basis for re-crdering to mintain the
authorized stock lewel, Between these periodie reporiings stock
levels mey be depleted through direct purchases by an office or by
isaues from the Dgpot to Bullding Suwpply Officea, These lssues are
not eoordimated with Stock Managemnt and will not in most ingtances,
becoms svident until the next Steck Status Report 12z received,

Soms intermediate reporting is now fumished by Depot Stock Centrol
Ssetion, This should be formalised and mades a standing progedure.

The following suggestions ensompass prebless and
considerations which go beyond the intended seope
of the Records Management Survey, Howewer, facts
surrounding dhese suggestions beeame obvious during
the survey and it is felt that each merita study and
congideration., They are:

That an Organisation and Management survey be conducted to determine
which orpanisationgl wilt or units should asseme the responsibility

of ﬁm&gam and Contyrol for cesrtain stock items and supplies peculiar
to the Medieal, 755, land Commmications funetions, The stock
lavels of aﬁain m}: 1tems and suppliies relatsd to the above
mentioned offices are eontrolled by the respective officesn, Selection
of ftamm to be stocked is alse controlled by these affices, For other
ftemy specifically related to these offieces Jtock Mansgement exercises
management and control. Stock Management prepares Stock Replinishment
Requisitions for all items, and as a result, is in effect performing

a rubber stampy oparation in that they sxerciss no managewent or coatrol
over sany of thess itess., If contril of these items continues to be

8 aplit fimotlon, 1%t 1is sugpested for expediency and sconomy that 3tock
Hoplinishment Reguiszitions be prepared by the offices concernsd and
subrdtted direet to the Depot Stock Comtrol Jeotiom,
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ATTACHMENT "B" gontinued

1ly, That the Dispasal function of overt Agency motor vehicles be trans-
ferred to the Vehicle Secticn of the Supply Operat ions Branch, The
Vehicle Section now handles disposal of all Covert Agenoy wehicles
including those in the fisld, Stock Management handles all stoak
items, aterils and non-gterile, headquarters and Field, Since there
is a recognizad orgﬁm unit established to perform the
function of disposal of vehicles, it should include both overt and
sovert, Negotiations are now being undertalen by the Vehicle Section
to have the Official Declsration of Trust on Overt vehicles trange
ferred from the Highway Branch to the Vehicles Saction,

15, That the funotion of preparing Stock Replenishmnt Requisiting
be transferred to tha Depot Stock Control Jegtion, Stock
Management Section to perform a true management funetion should
be primarily concerned with egtablishing stock lavels, directing
and controlling movement of gtock, stookpiling, requiremsnte,
monetary value of stock items, and disposing of excess, un-
servicable, damaged, and obsclete materisl, Preparation of the
replenishment requisitions s & support operation which should be
homogeneously placed in the Depot Stock Control Section, Thia
ssction has the responsibility of maintaining records on indi-
vidual transactions (receipts, issues) and current balances,

16, That the Daily Time and Production Record be discontinued, This
record 1s designed to measure units of work in terms of Line Items
researched and Line Items typed, A Idne Item is defined as a
separate partioular entry on a document, One item may require §
minutes to review and another 2 or 3 hours., This unit of measure

Items researched, Examples An analyat reviewed iwo geparate
1istings in one afternoon, Rach listing contained approximately
350 Mine Items, this figure was added to ths morning total and
reported as the dsys work, During the month of January 1957, work
units completed for 1 analyst ranged from 8 to 3615 per day,
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RECORDS LISTINGS

ATTACHMERT C

1. File series currently mainteined by the Bection

2. ¥Flle series dlgcontinued during the survey
3. Flle series vwhich should be dlscontinued

FILES IDENTIFICATION
SUBJECT PILE

Consiste of eorrespondence, reports, studies,
and sisilar waterial used 1n administering
the activities of the Section. File contains
Inforsation related to establishing and main-
tainlng stock levels, excess property, repair
of equipment, forelgn procurement of stock
itews, ete, Filed by subject.
(1956-195T7)

ACTIVITY REPORTS FILE

a. Bection Reports
Consglgts of coples of reports subnmitted
%o the Chief, Supply Dvipion on & bi-
weekly basis, These reports summarize
the Section'ae activities such as RIA's
processed, stock iteus belng disposed of,
status of the stock purification progran,
etc. PFiled chronologically.

1956-1957)

. Disposal Reports
Conelsts of an unpumbered form titled
"Supply Operations Report - Monthly"
submitied to the Chief, Supply Policy
and Brocedures Stafi. This report con-
talue atatistice on disposals processed,
dollar value of material, line 1tews,
ste. PFlled chronclogically,

1956-1957)

CORRESPONDENCE AND MAIL 1LOG

Consists of Form 238, Flle and Routing Slip,
which containe & record of the receipt end
dispatch of meiterial received by the Office.
| Form 238 1s slso used &s & suspense for

j follow-up purposes. Flled chronologically.
% {(1956-1957)

FOOTAGE
-G-‘U Ld m *

1'O

o1

.1

.1

SUGGESTED DISPOSITION

Tewporary. Destroy when
2 years old. {(Cut off
at end of each year;
destroy 2 yearg there~
after.

Temporary. Destroy when
1 year old. (Cut off st
end of each year; destroy
1 year thereafter.)

Temporary. Deatroy when
6 months old.

Tewporery. Destroy vhen

1 year old. (Cut off et

end of each year; destroy
1 year thereafter,)
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YILES IDENTIFICATION Cy. PT.  SUGGESTED DISPOSITION

Consista of reteined copies of an wnnumbered .1 Texporayy. Destroy both
form titled "Deily Time and Production Record.” records vhon & months old.
This record reflects time expended Ly indi-

vidusl employess of the Office on preseribed

units of work and is forwarded to the Folley

and Procedures Staff dnily. An overall compl-

Intion fcar Bertion reference 1s reodrdsed on &

b asurensnt Ledger.” Filed chronologl-

{1956-195T)

.4

, By ; _ mmmmwauﬂ%
apaciﬁan aimm ar those officials &uthg:u orization ies cancelled.

rized Lo vegulsition, approve reguisitlions for,
and recelpt for property and suppllies at ficld
installations, Filed slphabeticelly Ly true
oy psewdonym a8 sporvopriate.

{Current )

STRATEGIC REBERVE REQUIRIMENT

Conalsts of gtudies, dispatches, cables, llst- L.2 Termoreyy. bDagk

inges of material, corrvespondence and sinilsr 3 yeors o14.

materisl related 4o stook piling end regorve at end of ench yesr:;
requirenents for Cold War. File containes transfor to Records Cemier
information on stock levels, methods of supply- 1 yensr therenfter.)

ing items, returm shipments, type of itens to
be stocked, etc. Aveanged by Aves Hvision or
Fleld instellmtion.

(1954-1957)

FORECASTES OF GROSOC REOUIREMENTS

Conpilets of Formm 231 and 655, Forecast of 1.5 Temporary. Destroy vhen
Requirements weceived from Arves Divisions. 3 yeors old. (Cut off
These forws contain estimetes of the kinds at and of emch yeer;

and smounts of matorial reguired for normal treagfer to Records Center
operation of fleld inatallations for the 1 year thereafter.)

Tiscal year. These regulremeute axe used as

s basis for determiining stock levels and for

budgetary purposes. Filed by Area Division.
{1957-1958 Fiscal)
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¢U. T,

FILES TDENTIFICATION GGESTED DISPOSITION

Consista of retained coples of auwthorizetions, 5
shipping instructions, dlspetches, correspon-

dence, ote., reloted to reguivements ploced

on the Department of Defense to effect shipment

of meterial fron the fleld o Healguoric
Infdividuel Iethter Orders sre covered by o
blanket oxder previcusly agreed to by DOD.
daterial fn this £ile is essentially documented
in the Dmpot Stock Contyol Bection. Filed
mmericslly by asaslgned mumber.

{3955-1957T)
Comsiste of retained coples of various roporis 2

prepared for cther organirational wnits in
response to 4 egpecific request. These reports
ave primeyily concexned with the monetery worth
of stock items and include such reports ns ibe
Dollar Velue-Stock on Hend ~ ZI BReport, Dellar
Value - Ordnance Moterial Report, Dollar Value
by Material Group 1 thru 7 Report, etc. Ho

aryvangenent.
(1955-1957)

VACHINE LIBTINGS (STATISTICAL TABULATIONS )

Conaiste of listings contelning statistical
information on stock levels, issues, usc, due
in and out, dollar value of stock, ste., pro-
pared from mochine record cards.

a. Btock Btatus Reports. Listings shov the 2.2
present stock level, the suthorized level,
and sre used as a bagis for initlating the
Stock Replasnishment Requisition. BRecelved
monthly. Idstings arve syranged numerlcally
Iy stock sunbert.
(1957}

b. Issue Experience Iisbings.

{1) Cumrterly listings showing stock issue 1.h
activity and wsed as o besis for estabd-
lishing stock levels. Ayranged numerl-
eally by steck nuaber.

{1957)

aranrT

Temporsyy. Destroy vhen
2 years old. (Cut off
st end of each year;
destroy 2 years there-
after.

Yemporary. Destroy
individunl reports whon

1 yenr old.

Temporery. Destroy upon
receipt of current list-
ing.

Texporary. Deastroy upon
receipt of combined
anmwnl listing.
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pd

taining o description of those iteme vhich
are idsntified wnder wrong stock mmbhers.
Recalved for informtional and peferonce
nurposes. Received monthly. Arrenged
muerically by (wrong) stock nmaber.
(1956-195T)

GUO E’fv : i".»"‘w%“’ Wm&“
{2} Annvel listings showing combined B Temporary. Destroy when
issue exnerience Tor a preceding 3 years old. Trensfer
12 month period. Arranged mmeri- present listings to
eally by atock mumber. Hecords Center upan
(1956) receipt of current list-
ings.

¢. Stock Hot Issued Idstings. Idstings comn- -5 Terporayy. Destroy upon
tain those items not issued for a 1 yeor completion of all sctions
period and may be used as a basls for taken.
initiating asction to dyrop item fyom stock.

Arvenged numerically by stock mumbey.
Fecalved comnlly.
(1955-1957)

d. Item Substitution Idstings. Idstings con- 2 Tesiporsaty. Destroy upon
tain stock muber of certain ltems and the recelpt of current list-
stock number of similar items which may he ings.
used ag substitutes. File slso contalns
retainsd coples of typed listings used to
trensmit substitute mubers to Machine
Becords to be included in subsoguent IBM
listings. Prepored ss required. Arvanged
muserically by stock mumber.

{Curvent)

a. Otock Muber Change Iistings. Iistings 2 Temporsyry. Destroy when
contain thope stoek mupbers vhich are 2l jtems in listing =mre
being dropped and the new numbor replacing incorporated in curvent
i, Thepe listings are used foy reference Fiin Idsting.

i verifying number changes until such
changes are included in the curyent Filn
Listing. BHecelved guaxterly. Arranged
mmerieally by old stock mmbor.
' (1957)
£. Stoek Purification Listinga. ldstings con- «3 Tamorayy. Destroy upon

roeceipt of current list
ing.

Approved For Release 2001/11/01 : CIA-RDP78-00433A000100240002-4




Approved For Release 2001/11/01 : CIA-RDP78-00433A000100240002-4

CU. ¥T.

AT ———

Yia

:

~j *

Bxcesa Property Listings. Iistlogs con- .2
fatn those items which are in excess of

Agency necds or vaich are non-repairable,

Iistings are reviewed Ly the Disposal

Officer for purposes of determining

methods of dlsposal, for obitaining sutho-

rization to dispose of material, and for
initiating dispesal actions. Recelved

monthly. Arvenged numeriecally by atock

number,

Field Btock Statue Heports. Consists of 2.0
Forn hOl, Stock Status Report, received
from Accountable Stetions. Beporte are
used in plamning for reserve requirements,
for determining tbe dollar velue of the
materisl, for transferring siock Irom one
station to snother and for having current
listings prepaved by Machine Records.
¥le also conteins some "Btock In Use
Reports” which will be forwarded to the
Vehicle Seetion. Recelved Semd-Annuelly.
(1956-1957)

Consolidated Fleld Btock Status Report. 1.0
Mechine Iistings from Accountable Sta- '

ticne containing lists of all stock ltems

on hand, due in, Gue out, suthoxized level,

and dollay value which are used in preparing
finsneial reports as reguired. FRecelved

Semt ~Anmnlly. Arponged mmericelly by

ghock mmbey.
{1955-1956)

Fiin ldstings. Iistings which comimin 2.0
the Feldersl Ttem Idemtification HMumbers
of a1l stock items used for yeference pur-
poses. Two separate listings are received
anpualily. One listing is arranged elphe-
betically by item, the other nmuscrically
by stock nuaber.

(1956-1957)

MREG ldstings. Idstings are axrenged by 1.5
counbry and ares and reflect estimated
strategic reserve requiremsnts foy mate-
rial in support of cold war regulrements.
Prepared as reguired.
(1955-1957)

. Destroy wpon

Tenporary 1
receipt of current reports.

each year scoumlation to
Reoords Center upon
acoumalation of reports
for subseqguent year.

receint of current list-
ings.

Temporery. Destyoy upon
receipt of curremt lisi-
ings.
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FOOTAGE
cu. ¥T, |
MACHINE LIBTINGS

1. Doliexr Value Iistings. Idstings which .1 Tesporayy. Destroy when
reflect the toial monetary value of mete- 5 years old. (Cut off at
rial on band, in trausit, in uee, on loan, and of each year; end ;
and received by donmation. Tistings ere transfer to Records Center. )
used to prepare reporta reflecting the \
dollar value of material for the Dreciox
of Ipgistics. Bocelived mouthly. Amanged
by staius of material and mmerieally by
stock mmber thereunder.

{1956-195T7)

m. Average Price Listings. Listings for all 4 Temporsry. Destroy when
stock items in mabterial groups 1 thyu 7 3 years old. Cut off at
containing the most recent purchase pwides end of esch year and trans-
per item which are used a2 & basis for fer to Records Center.
price. Annotated copies are submitted to
Machine Becords to have the information
punched Toy use in prepering subseguent
listings Anmga& mmerically by stock

(1956-1957)
STOCK REQUISITION FIIE

Consists of Form U8, Reguisition for Supplies 1.5 Tempornry. Destroy when

and Equipment and Form 30A, Form Stock notice, 1 yesr old., {(Cut off at

Coordivation and Approval Fecord, prepared for emé of esch yeayr; destroy

replenishment of stock to maintain the sutho- 1 year thereafter.)

rized stock level. Piled mumerically by regui~

aition nmboer.

{1956-195T)
Consiste of Form 88, Requisition For Supplies 2 Tesporary. Destroy when
and Equipment, which are initiated to mve 1 yeny 014,

naterial transferved bebtween ZI andfor Pield
Depots. ¥orm also contains shipping instruc-
tions. Informmtion copies only. Filed mmeri-
cally by reguisition wmumber.

(1956-1957)
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FOODAGE
LEVEL CHANGE ROTICE FILE
Conaists of Yoim 989, level mﬁa Hotilce, 1.5 Temporaxry. Destroy upom
received from operation components of the recelipt of new Level
Agamymmwwmmm Change Notices.
These notices ey be uscd us8 8 besis for
preparation of the Regquisition for Supplies
and Foulpment Form. Filed mmerdcally by
stock nuber.
{1954-1957)
5TOCK A
Consists of m&&&a&d copiea of an wommbered " A Temporery. Destroy wou
form titled "ILevel Code end/or Btock Level varification of changes
Adjuatment Porm.” This fowm 1s sulmitted o in current listings.
Machine Records on an as needsd bdagls 4o
aﬁm‘k amgaﬁ on the "Stock Stetus mm.
for the seme W Filed ahrmomgimuy.
{1956-195T)
HOMENCLATURE CAFRDS
Consists of Form 11, Catalog Description, 2.5 Temporary. Destroy indli-
(5%8) containing a detailed description of vidusl cards vhen informe-
cach stock item used for refers tiom on oayd is Wmi
ia preparing stock mplanishmt muis;tim‘ into the Flexowriter syetem.
Filed numerically by siock mumber.
{Current )
INVERTORY ADJUSTMENT FIIE
Conpists of Form 390, Report of Inventory -k Tesporaxy. Degtroy when
Aljustment, pyepared to bave gstock ltepm 1 year old.
trangferved froz one allocation 4o another.
Piled chrosologicall;
{1957)
FIiE
Conmsists of copies of Form 254, Disposition .1 Temporayy. Destroy vhen
of Repsireble Egquipment Returned to Stoek, 1 year old.
preparsd upon receipt of the Ty

In Blips. Two coples of Form 254 and the
Property Turn-Iao Slips are forywarded to Stocgk

AN}

S b -
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FILES ITENTIFICATION cy. ¥I. SUGGESTED DISPOSITION
PROPERTY TURN-IN SUSPERSE FILE CONTINED

Control asuthorizing repair, retum to &

or disposal of the property. Filed chm

logiceally.

(1956-1957)
(NG CATALOG FILE

Consiste of listings received from the Catalog- o1 Tepporary. Destroy 3

ing Branch containing those items which axe months after effective

addltions, deletions, revisions oy other chenges dote of changes.

to the Headguarters “Magter Btock Accounting

File," memmmamu1

changes are reflected in the "Btock Status

Reporis”. Filed chrovologically.

1957)

Consists of the officiml caples of SF 97, o2 Temporary. Destroy sll

Cexrtificate of Relesse of A Motor Vehicle, papers reiated to wach

Form -2k, Property Turn In or Trenafer Slip, transaction vhen L yeare

aay&w of GBA FORM 27, Hotice of Sale, and old.

rragpondence related to the procossing mnd

&1@@%}. es:f‘ Agancy Overt Motor Vehlcles.

Filed chromologieaslly.

(1949-1957)
DISPOSAL FILES

Consiste of “Reports of Inventeory Adjustmcat,”

listings, dispatches, cables, reporte of oxcess

personal property, and correspondence related

4o the digpoenl of persousl property.

a. Hesdguorters File. Consists of Fomm 3 1.5 Tempoynxy. Lestroy when
Report of Dnvemtory Adjustaent, Form DN ldﬁ, 3 years old. Cut off ut
Turn~-in Slip and related corvespouy end of each year; destroy
mmznmuerﬁme:mmm 3 years thevesfier.)
Sock Control Sectdion. ¥Filed chyonslogi-
cally.

{195k-1957)

h. Field File. Cousists of Cablee, digpeiches -3 Temporary, Destroy when
and correspondence related to inguiries 3 years old. (Cut off
from the field for advice, direction, ond at end of each ysav;

destroy 3 years thereatter. )

SECR:T
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U, FT. BUGGESTED IRSPOSITION
u@.lg ﬂmmmﬂ.ﬁr ,

{1953-1957)
Cemsists of retained coples of SF 120, Report 1 Temporary. Destroay when
efmsmmmian&g%&a, 3 yesre old.
Gunxrterly Report of Utlligation sposnl
of Excess and Surplus Personal Property m:mh
ware submitted to GSA in compliance with
visions of the Genewal Bervices Act of 1
8F 120 is no lenger being used. Filed chrono-
logleally. ,

(1953-1954)
Fecord of sequence reference mabers assigned 5 femporary. Destroy vhen
to Stock Requisition Vouchars, Repolr Vouchers, 1 year old. Begin new
Mepoaal Vouchers, Steck Transfer Vouchere, vegigters sach year.
PIT actions, and miscellaneous voquisition
actions. Bach register is aorranged chrxanclogl-
cally.

{1956-1957)
Consists of meterial maintained by individual 2.2 Pamporary. Destyoy when
enalysts and uged primarily for reference no longer neaded for
purposes. Flles contalin current cperating reforonce DUrDOLes.
procedures, tradning material, charts, circu-
lare of excess property in other govermment
agencies, ete. HNo ayvengasent.
Consiste of published muterial sush as Agency 2.0 Tesporeyy. Destroy when
Regulations snd Notices, pemphlets, handbooks, no longer needed for
sod publicaticos from other sources maintained reforance pUIDOBOS.

for reference pUrpOBCH.

SECRET
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2 Files which vere discontinued during the survey.

1. Machine listing titled "Quarterly Issue Summary
By Individual Trensaction.”

2. 8trategic Reserve Assets File - IBY Cards,

?. Flexoline Stock Furber Plle

. Headguarters Depot Transfer Suspense Flle

The following Piles end/or extra coples of materisl should be
digeontinued Tor reasons stated in sttachment D.

Suggestion 1, receipt of extra copiles of all wachine listings.

Suggestion 5, receipt of listings for distribution to other
offices

Suggestion 7, "Stock Womenclature Card File”,

Suggestion &, "Property Signature Card File”

Sugpestion 9, Number Registers

Suggeetion 13, Records Pertaining to the dieposal of Overt
Agpney vehicles

Suggestion 15, Stock Replenishment Requisitioms.

Suggestion 16, "Deily Time end Production Record”

SEGRET
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2 Files which were diseontimied during the survey,

1. PMachine lteting titled "Quarterly Issus Summ:
By Individual Transasction." v i

2, Strateglc Reserve Assets Fi{le - IEM Cards,
3. Flexoline Stock Murber File,
i Headeuarters Depot Transfer Suspense File

3 The following files and/or extra copies of materisl should be
discontimued for reasons stated in attachment B,

Suggestion 35,

Suggestion 7,
Suggestion 8,
Suggestion 2,
Suggestion 13,

Suggestion 15,
Suggeation 16,

receipt of extra copies of all machine listings.

receipt of listings for distribution to ether
officea,

"Stock Nomenclature Card File",
?Property Signature Card Fils”,
Fumber Fegisters,

Records Pertaining to the disposal of overt
Agency vehlcles,

Stock Replenishment Requisitions,
"Daily Time and Produstion Record”,
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ATTACRMENT "DM

RECORDS CONTROL AND FILING SYSTEM

Jefinitions

OFFICIAL FILE STATIORS.
iny speoifically designated filing place., The plysical
location of which shall be determined by the Section
Chiefl,

CLASSIFY, CLASSIPIED AND CIASSIFICATION,
Az uwsed in raference to filing procsdures, these terms
refer to the subjsct or file designation of vecords ami
nct to defense classificationsi “Top Secret®, "Secret,”
or "Confidentisl®,

3UBJECT FILES.

Subject Files ures considered o be those types of paper
records which ordinarily imelude eorvespondance, reports,

and other doowments which may bs classifiad and filed
under all or many of the subject categories in the attached
Subject Liat (Bxhibit C,). The subject fils is distinguished
from a8 Case File in that a Case File comprises of mterial
relating to & specifie astion, transaction, person,
organiszation, location or thing, yet may cover one or many
subjects pertaining to the specilic case or project,

Y. Purpose of Records.

Hecords ave ons of the basic ingredienis of most organisations :
and have seven main purposes: to provide facts; to erientate '
persomnels to make comparisonay to detect waste and errors;y to |
standardise written accounts; to comply with legal requirerments;
and to serve as a basis for policy formation.

To mke records do these things requires some control over the
records (that is Jmowing where they are at all times) and some systenm
or arrangement by which they are maintained. The first logleal step
is to control these records, which in turn is followed by their
meintenance.

11, Comtrol of Records {(Oeneral),
a, Incoming.

A11 incoming records or material will be opened by a peramn
aspigned this responsibility. After the mail 43 Spened and
sorted, noticos desimat the offielal filinp stations or
looation will be attached {See Exhibit A,) The mail w11 then
be hand carried to its destination or action desk and will be
placed in the appropriate "in" baskets,

S
- 75
!
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ATTACHMERT %" sontimmed

Upon completion of nacessary action, the material will be placed
in the outgoing basket to be pilcked up for filing as indigated

by the attached notlce, or, for mailing, Material remiring

no action and recsiwved for informatiomal purposes will recoive the
sams treastment,

f " Wﬁngo

Outgoing material will be pleked uwp from the originator
or action desk, processed for mailing, (including preparation
of the File and Rounting Slip) and placed at the messenger’s
plek-up station,

Internal Control of Records.
a, Charging out Records.

To prevent loss and misplacement of records it is necessary
to control that material withdrewn from the files., This sontrol
is agcomplished by the charge out system, Individuals to whom
records have bean given shall be required to £ill out form 2214,
Correspondence Uharge-Out (see Exhibit #,) Form 22k will be
filed in the exaolt lotation from vhich the records were removed,
Upen yetion of the oharged records, Form 22L shall be removed and
ganceled,

Yaintenance of Recowds,
Haintenance of Recoxds simply means keeping them neat in

appearance, clearly identifisd as to the type of informeiion eon~

tained and its use, and a logleal arrangement of the mterial to
facilitate reference., A majority of tihw files of the Section are

5(3119& bty aither nurber or name and are self explanatory,
see

"Sibiect Flles”
definttim) are more difftoult to manage becauss they usually

contain papers pertaining to many and varied matters and will be
diseussed here.

a, Ulassifying papers for filing,

The proceas of slassifyling involves the analysis of
correspondence or other documenitz to determine the subject by
which they should be filed, and the placing of these fils
designations on the material,

(1) Read and analyss the correspondence or other material to
determine the most ocutstanding or prominent sucjecty that 1s,
the subject by which the papers will mnat likely be requested,

(2) Seleot the proper file deaignation hy referring to the
Subject List (Exidbit C) in the following mamner: determine
the appropriste primayy subject such as PROCUREMENT, PERSONNEL,

ete,, for example, & letter congerning procurement of typewriters

in Germany would fall wnder the primary subject PROCUREMENT;
and the secondary subject wouid be Foreipgn Procurement,

I T,
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b,

ATTACHEENT "D* gontimued

If no appropriates secondary subjectshave been provided,

the primary subject itself is used, Write thess classifi.
cations in the upper right corner of the mtarial being
classified in this marmer, Procurement 3, Arabis numerals are
vsad as a convenience to desigmate secondary subjects and
means that Foreign Procursment is the 3rd secondary subject
behind Procuremsnt or the primary subject,

‘Cross References,

indteats the oross references to be prepared in the following
mmer, If material being clasaified involwes more than
one subjoet Ly which it 1s lilkely to be requested, or a
ainples subject with mors than one interpretation, select the
fils designation for the additionel subjects and write it
immediztely below the fils designation already shown for the
main, most prominent subject, In such instances, a croas
mark "nym should be placed at the left of the fﬂc dedilge
nation to indicate a oross reference and then Form 36-150,
Correspordence Cross Referencs, should be prepared and
filsd under the additiomal uhm& subjects,

Tlassifying Hints

a, If the subject camnot be easily determined, it is helpful
to conpider the correspondense in this light: "ﬁlv was 1t
uritten?™ or "What reason wes thers that caused the writsr

to write 187" Usually the purpuse of correspondence suggeats
the subject under which it should be filed.

b, It iz helpful at times to refer to previcus correspondance
already on fils to verify a tentatively selected file desip-
nation,

¢« The subject line or designation sppearing on emspmﬁm
should not be relled upon. It may be vagus, misleading, or
even remote from the real subject of correspondence concerned,

d. By classifying cutgoing eorrespondence as it is grcpared
and also writing this classification on the

suspense or
chranalogiecal file ocopy it ean be used later as an aid for
locating materdal in the Sabject File,
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FILIBG SUBJECT LIST

EZHIBIT C

™
mm'!*'

gruze,'r'r

PROCEDURES, DELEGATIONS OF AUTHORITY, STATION COBES

APPROPHIATIONS (BUDGET)
L. Allocations
2, Batimates
3, leporta, Statementa and Statistles

SELECTION OF MATERIAL
2, Tests, Specifications
3 M ufactures

P}%Qﬁmmﬁf
1, ty, Requirements, Sterility
3, Seemes éemra:.), and Harket Conditions
3. F miﬂl
ku % &r et
B. Oenoral Schedule
6. Lease

STORAGE AND STOCEPILING
1. Depots, Arsenals, Faciliities
2. Availabﬂity, Stoelpiling, Rerlenishment, Heserve
3. Mar¥ing, Packing, Inspooting
o Dventories, Levels
5. Maintonance, Preservagiom, Accountability

SALES, EXCRS3, BALVAOK, CONSERVATION
1. Authority
2., Unservigeabls, Cbaclete, Condemned, Fxcesa
3 Stﬁy, Unclaimed, Ioaua, Theft, Ysste
Le Poards of Swrvey Declarations
Se &armty
6; Transfer

DISTRIBUTION AND RECEIPT
1, ¥ethods and Points
2. Recaipt, Transfer
3, Priority
he Requirsments
S. Relocation, Assignment
6., Complaints, Damage
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EXHIBIT C continued

ERETR

"ONFIGENTIAL

DATA AND STATISTICS
1, Statistics, Coats

2. Price Idsta, Desoriptive Lists

REPHITS
1. Activity, Status, Progress

PERSONKEL
1. Classification, Duties, Training, Caveer Service
2. ILeave, Overtime, Time and Attendance
3, Evaluations
L, Pramotions
5. Jsparations

HECORDB
1., Retivement
2, Vital "aterials

P .
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